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User Guide:Capital Project Need

This user guide will help the project initiator start a capital project.  This procedure is intended as a guideline only and the initiator can deviate from this procedure after consultation with his/her direct supervisor  A capital expense project should be intitiated for each capital expenditure over $25,000.  

1. Check with a member of the Senior Leadership Team to insure that the capital expense item is on the CAPEX list in the R: drive at R:\Policy Deployment\CAPEX.  If your equipment is not on the list, it must be added for consideration by the Senior Leadership Team before moving forward with this procedure.  This could mean that something else will need to come off the list.
2. Create a directory for your project in R:\Engineering\New Equipment Project Folders.  A recommended folder arrangement is available and can be copied at R:\Engineering\New Equipment Project Folders\0  NEW PROJECT SUGGESTED FILE FOLDER STRUCTURE

3. Add your new project to the index list R:\Engineering\New Equipment Project Folders\Equipment RFQ log.xls.  The reference number for your project will be the same as the CTRL # on the CAPEX list.  Use this number on all documents related to this project,  including the purchase req,  specifications, etc.
4. At the completion of your capital project,  the Equipment RFQ log.xls should be completed including the completion date and asset number for the equipment.  The asset number is available from financial.

5. All documentation pertaining to the project, including emails, shall be stored in this directory.

6. The existing project folders should be reviewed by the initiator since there may be previous capital projects that can provide a baseline for the project.

	
	
	EN1101

	
	                                    PAGE 1 of 1
	REV A


CS001 User’s Guide Template Rev. NR 10/30/08


